
 

Job Description 
 

Title Nursing Officer  

Unit Surveillance & Disease Outbreak Unit 

Location Mount Hagen, WHP 

Reporting To Dr Janet Gare, Prof Angela Kelly-Hanku, Selina Silim   

 
Scope of Position (Short paragraph describing the main aspects of the role) 

This position is responsible for assisting; prevention of HIV from parent-to-child transmission (PPTCT) 
activities, a comprehensive case management support with a focus on retaining women and children in 
care. Point-of-care (PoC) laboratory testing services as needed. Compiling and providing program data. 
The staff will provide the support to the WHPHA ANC and PPTCT clinics.  

 
Position Requirements (List of main responsibilities and the outcomes/standards required) 
 
 

Main responsibilities Required outcomes 

1. Ensure active and effective PPTCT 
interventions (ANC and Hillary Clinics) 

Support antenatal and paediatric clinic staff to provide 
effective prevention program for parent to child 
transmission. Including opportunistic infection 
management  

2. Conduct active lost to follow-up activities  Patients who are lost to follow up are actively and 
effectively traced and brought back to the clinic for 
appropriate care and management 

3. Keep an accurate patients’ appointment 
card/book  

Ensure patients missing appointment is noted earlier so 
that they can be followed up quickly. 

4. Help mitigate causes of patients’ missing 
appointments  

Investigate possible causes that predisposes patients 
missing appointments and help to address those issues  

5. Ensure patients’ adherence to care and 
treatment plans  

Work with the peer educator to provide patients’ support 
such as additional drug education, adherence 
counselling and other appropriate psycho-social support  

6. Provide nutritional support to patients  Work with the peer educator to provide nutritional support 

particularly supplementary protein diet to patients on a 

weekly basis, every Friday. Provide also diet and 

nutritional education to patients. 

7. Point-of-care routine viral load and Early 
Infant Diagnostic (EID) support  

Support the clinic staffs to conduct point-of-care 

IV viral load testing for positive pregnant mothers who are 

due for VL testing, and EID testing for all exposed babies. 

Including consent and sample collection 

8. Ensure appropriate clinical support and 
laboratory investigations  

Help clinic staff to ensure patients receive appropriate 

clinical care & treatment for HIV and other opportunistic 

infections. Ensure required laboratory investigation 

including routine tests/checks are conducted 

9. Maintain a detailed patients’ biodata and 
regularly updated 

Develop and keep a detailed patients’ bio data for easy 

retrieval for case management purposes 



 

 
 

10. Assist with finance and reporting Provide updated weekly report and other routine reports 

as required by ACTUP, including oversight and acquittals 

of petty cash for transport and nutritional support 

11. Support clients’ referral for 
further/additional support 

Work with the peer educator to ensure and support 

clients’ referral for other appropriate care & support 

services such as social, police, and other welfare needs 

12. Test result dissemination and 
documentation 

Ensure test results are disseminated immediately and 

are documented on all required records 

13. Complete and manage required 
documentation 

All documentation is completed, managed, and stored as 

required by the Study Protocol, ACTUP SOPs and 

Policies and Procedures of IMR. Maintain a system for 

storing and transporting data collection forms and 

samples 

14. Participate actively in all aspects of field 
work activities as commissioned by the 
supervisor and field team leader 

Activities are carried out in accordance with the protocol, 

the field and training manuals and the supervisor’s 

instructions 

Institutional Requirements 

1. As a PNGIMR Research Nurse, ensure 
that you comply with Child Safeguarding 
Policy  

Ensure PNGIMR clinical work is child safe and does not 
breach Child Safeguarding Policy. 

2. Attendance at work  Ensure to work from 7.45 am to 4.06 pm weekdays  

3. Comply at all times with PNGIMR policies 
including Child Protection Policy and the 
Code of Conduct. 

Ensure to comply with all policies including Child 
Protection and Code of Conduct. 

4. Comply at all times with PNGIMR’s policy 
and best practice guidelines for 
occupational health and safety in the 
workplace. 

A safe and healthy work environment at all times. 

5. Dressing code and general attitude. Ensure staff is appropriately dressed and attitude is 
acceptable within PNGIMR standard. 

6. Other duties as and when required 
 

Be able to take on extra responsibilities upon request. 


